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WHO ARE WE?
AW The Seattle Civil Service Commis-
” sion is an independent board that

was established by an amendment

to the Seattle City Charter in

1979.The Commission has three
members.
The Mayor and City Council each appoint one Com-
missioner and City employees in the classified service
elect a Commissioner. Each Commissioner serves a
three-year term. An Executive Director and Adminis-
trative Staff Assistant staff the Commission.

WHAT WE DO?

The Commission hears appeals regarding personnel
actions and decisions. The Commission ensures that
the action or decision follows City rules, policies, laws
and procedures. The Commission has the authority to
reverse personnel actions and decisions if it determines
the Personnel Rules or City Policies were not followed.

In addition, the Commission investigates charges of
undue influence by elected officials on hiring decisions
and reviews rules, policies, programs, and legislation
related to the City’s personnel system. The Commis-
sion may also make recommendations regarding the
personnel system to the Mayor and City Council.

WHO WE SERVE?
Most regular City employees are members of civil ser-
vice and served by the Commission.

Positions may be exempted from Civil Service when

they exhibit the following criteria:

1. Positions requiring a particularly high degree of
professional responsiveness and individual ac-
countability; or

2. Positions requiring a confidential or fiduciary rela-
tionship with the appointing authority; or

3. Judicial positions requiring insulation as a third
branch of government.

Exemptions include Department Heads, Superinten-
dents, and other positions in the Executive series.

Exemptions are listed in SMC 4.13 Exemptions from
Civil Service.
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WHAT TYPE OF ISSUES MAY BE BROUGHT
TO THE COMMISSION?

The Commission hears appeals related to Personnel actions
and decisions. This includes appeals related to discipline
and alleged violations of Personnel rules, laws and policies.

APPEALS OF DISCPLINARY ACTIONS
INCLUDE:

e Suspensions-Demotions-Discharges/Terminations

APPEALS INVOLVING PERSONNEL LAWS,
RULES AND POLICIES INCLUDE:

e Hiring and Employee Selection
e C(Classification or Compensation
e Employee Evaluation Process

¢  Out-of-Class Work Assignments

e Promotions, and

e Political Patronage

WHEN MUST AN APPEAL BE FILED?

Before filing an Appeal, an employee must go through the
intradepartmental (internal) grievance procedure outlined in
Personnel Rule 1.4 and SMC 4.04.240. Consult with your
management or human resources staff for more information
about the procedure within your department.

Appeals to the Commission must be filed within twenty
(20) calendar days of the Step 3 Grievance Response.

( *  TIME LIMITS FOR APPEALS

Most employees receive notice that they

may file an appeal with their written
personnel decision. The following are critical times in
the appeal process.

e  The Commission must receive an appeal within twen-
ty (20) calendar days after receipt of the Step 3 Griev-
ance Response.

e  The Appellant, the Department and the City’s Person-
nel Director, receive a acknowledgment of receipt
letter and copy of the appeal.

e  The Executive Director of the Commission usually
determines who will hear the appeal and assigns the
appeal to the Presiding Officer.

e Ifan attorney represents the appellant or department,
the attorney should file a Notice of Appearance as
soon as possible.

e An Appellant or other party has twenty (20) days to
respond to an Order from the Commission.

e Responses must usually be filed within (7) days fol-
lowing the date the document needing a response is
received.

e The Presiding Officer will issue a decision on an ap-
peal within thirty (30) days after the appeal process is
over (close of the record).

e An Appellant must request the Commission to review
a decision of Presiding Officer within ten (10) days
following the date the decision is issued.

e When the Commission hears an appeal, a decision will
be issued within ninety (90) days of the close of the
record.

e A reconsideration of a Commission decision must be
requested within ten (10) days of the decision.

e  Commission decisions are final and become the Find-
ings of Fact, Conclusions of Law, and order of the
Commission fourteen (14) days following the deci-
sion, unless a judicial review is requested before that
time.



